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RECORDS DI SPOSI TI ON SCHEDULES

100 Ofice Admnistrative Files
200 Ceneral Adm nistration

300 Conptrol | er

400 Ceneral Counsel

500 Intelligence

600 Reserve Affairs

700 Public Affairs _ _
800 International Security Affairs
900 Health Affairs

1000 Legi slative Affairs

1100 Command, Control, and Conmunications

1200 Acqui sition ~

1300 Research and Engi neering

1400 Pl anni ng and Eval uati on

1500 At om ¢ nergy _
1600 Machi ne Readabl e and Word Processing
1700 Court of MIlitary Appeals

1800 Personnel and Readi ness
1900 DoD Dependent School s _
2000 ,  QOperational Test and Eval uation

2100 Speci al Operations and LowIntensity
2200 Drug_ Enforcement Ppolicy and Support’
2300 On-Site | nspection Agency

Files

Confli ct

Anong the above series these nunbers are yeserved:

202-03 1001
202- 17 1201-
215 1301-
301 1401
302 1501
303-08 1503-
303-09 1503-
410 1503-
501 1801-
701-01 1901
801 1902-
901 1902-

Pagi nation for succeeding pages of Enclosure

01
01

01
03
05
01

08
10

4 is based upon the

record series prefix. This arrangement allows easy repl acenment
of changed pages and elimnates uSers having to renunber |ater

pages.
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OFFI CE_ADM NI STRATI VE FILES

100 Ofice Admnistrative Files (NC1-330-77-4) The files
described in this subgroup relate to the performance of routine
adm ni strative operations and in obtaining admnistrative
services fromthe offices and staff sections responsible for
providing them

Disposition: Transfer all permanent records of this series
to National Archives when 30 years old, unless otherw se

| ndi cated or needed for agency purposes.

101 Ofice CGeneral Information

101-01 Ofice General Managenent Files.  pocunments relating
to the internal nanagenment or general admnistration of an

off ice. Included are:

- Docunents on internal office procedures, hours of duty, and
| ndi vidual duties that do not have continuing applicability.

Docunments on office participation in charitable affairs,
such as bl ood donations and contributions to philanthropic or
charitabl e associ ati ons.

Docunents on tests of civil defense, fjire, or conparable
emer gency evacuati on procedures.

Docunents on security, and docunments on the security
classification systemin general.

_ Docunments on safety within the office, such as
mnutes of safety neetings, notification of safe and unsafe
practices, and conparabl e docunents.

~Docunents on the office’s involvenment in forns,
publications, records, and reports nanagenent, such as records
and forms surveys and inventory reports (but not papers relating
to the initiation of specific forns, publications, and reports
that pertain to the performance of the office’s mssion or
functions).

Documents on the general use of ADP (but not docunents
concerned with the enployment of ADP for performance of the

office’s mssion or functions)
Documents on the general routine use of ADP (but not

docunents concerned wth the enployment of ADP for perform ng
specific mssion, functions, or process thereof)

100-1
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~ Disposition: Destroy after 1 year or on discontinuance,
whi chever Is first.

101~02 Office Inspection and survey Files. Docunents on
| nspecting and surveying internal office admnistrative
procedures. Included are: Extracts of inspection reports,
secur|tg i nspection reports, ‘safety inspection reports, or
conpar abl e comuni cations that pertain only to the perfornmance of
housekeepi ng operations wthin the office, including

communi cations about inpending inspections. Excluded are
managenent | nprovenent reports submtted to the Ofice of

Managenent and Budget (oMB) which are of a permanent nature.

~Managenent survey reports and simlar documents that are
applicable to internal office procedures.
_ Dispésition: Destroy after the next conparable survey or
| nspection.

101-03 O fice Instruction Files. Documents on the
preparation and issuance of office nmenoranduns or conparable
continuing instructions applicable only to internal
adm nistrative practices within the preparing office. |ncluded
are copies of the instructions and communications relating to
them  (This file nunber is not applicable to instructions
concerning the performance of mssion functions of the office
even though they may be issued as standing operating procedures
or in conparable format.)

Disposition: Destroy on supersession or obsol escence.

101-04 O fice Oganization Files. Docunents on the
organi zation and function of an office, such as copies of
docunments that are duplicated in the office charged wth
determ ning the organization and functions of the agency.
Incl uded are copies of functional charts and functional
statenents; copies of docunents relating to office staffing and
personnel strength, such as extracts from manpower surveys and
manpower authorization vouchers; and simlar papers. Al so
I ncluded are docunments reflecting mnor changes in the
organi zation of the office that are made by the office chief and
EQ?t do not require evaluation and approval by the Secretary of

ense.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

101-05 O fice Record Locator Files. Docunents used to
locate files in the current files area, or files that have been
transferred to the records holding area or retired to a records
center. Included are lists of selected file nunbers, copies of
file plans not issued as directives, and retained copies of
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records shipment lists. (Card indexes to individual m ssion
record aroups should not be identified as locator files but as
reference paper files to the mssion records. Lists of selected
file numbers may be filed |oosely in front of organized files.)

Disposition: Destroy file plans and lists of file nunbers
when superseded. Destroy shipnment |ists when records reflected

t hereon have been destroyed; or destroy on discontinuance,
whi chever is first.

101-06 Record Access Files. Docunments received or prepared
by an office that show name, grade, and other identification of

I ndividual s authorized access to official records, particularly
classified material. ‘lIncluded are requests for access and

approval s thereof, roster of individuals authorized access and
simlar docunents.

Disposition: Destroy on supersession or obsol escence of the
aut hori zation docunent or on transfer, separation, or relief of
the individual concerned.

101-07 Security Container Record Files. Form placed on
safes, cabinets, or vaults containing security classified
docunents and used for providing a record of entry into the
cont ai ners.

Disposition: Destroy the day followng the [ast entry on
the form except in the case of forms involved in an
I nvestigation, which wll be retained until conpletion of the -
| nvestigation.

101-08 Security Container Information Files. Up-to-date
records of all office safe and padl ock combi nations, together
wth other information necessary to identify and locate the safes
orcontai ners and the individuals having know edge of the
conbi nat i on.

Disposition: Destroy when 2 years old (GRS 18, Item7)
(reference (p)).

101-09 office O assified Docunent Receipt Files. Recelpts
for classified docunents issued or transferred. If classified
docunent rece!Fts are used concurrently as a register and control
Rbieié they will be identified and di sposed of under file nunber

Disposition: Destroy when 2 years old (GRS 18, Item 2)
(reference (p)).
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101-10 O fice Classified Register or Control Files.
Docunents reflecting the identity and | ocation of classified
papers for which the office is accountable.

- ition: Destroy when 2 years old (GRS 18, Item 4)
(reference (p)).

101-11 remporary Internal Receipt Files. Docunents used in
making tenporary |loan of classified docunents Wthin the office
as di'stinguished fromtransferring or issuing classified
docunents in an office or headquarters. Such loans are normally
of short duration and borrowed docunents are often returned
w thin the sane workday.

Disposition: Destroy when 2 years old (GRS 18, Item 2)
(reference (p)). - g

~

- 101-12 Ofice Nonregistered Cassified Docunment Destruction
Certificate Files. Forns or other documents accunul ated by an
office which reflect the destruction of classified docunents.

Disposition: Destroy when 2 years old (GRS 18, Item 3)
(reference (p)).

101-13 Office Mail Control Files. Docunents that relate to
the control of inconing and outgoing mail by offices other than

official mail roons and postal activities. ~Included are routing
and suspense slips, records of nessenger trips, and simlar
docunents. In rare cases, they may also include copies of

recei pts for accountable mail; e.g. . registered, certified, and
numbered | nsured nail .

Disposition: Accountable mail receipts: Destroy after 2
years. Qther docunents: Destroy after 3 months. See Series
102-11 for additional information on mail room operations.

101-14 O fice Financial Files. Docunments on the
participation of offices in matters concerning the expenditure of
funds incidental to the performance of the mssion of the office,
such as itineraries and cost estimates for travel and
notifications to budget offices of funds required for travel;
requests for |ong distance tel ephone funds, notifications from
budget offices o teleﬁhone funds that are available, and reports
of ong-dlstance t el ephone calls; receipts for pay checks and
other docunents relating to the distribution of checks to
| ndi vi dual eqPonees;_rece|pts for savings bonds and ot her
documents on distribution of savings bonds directly to individual
enpl oyees; and conparabl e papers.

- Disposition: Destroy after 1 year or on discontinuance,
whi chever is first.
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- 101-15 OFf ice Service and supply Files. Documents on
ordinary supplies and equipnment used by an office; office space
and utilities; comunications, transportation, custodial or other
services required by an office; and to the general maintenance of
an office. Included are: Requests to supply activities for
supplies, receipts for supplies and equipnent, and simlar papers
on office supply matters. Requests and other docunments on Issue
of keys and/or locks to an office. Requests for publications and
bl ank fornms, and other papers on suPpIy and distribution of
publications to an office. Docunents relating to local
transportation required by, or available to, an office. Requests
for office space and simlar docunents on office space. Requests
for installation of telephones, floor plans show ng |ocation of
of fice tel ephone extefisions, requests for’ change to tel ephone
directories, and simlar papers. Docunments on the nodification,
repair, or change of office heating, Iightin%xyentilation,
cooling, electrical, and plunbing systens. cunments on
painting, partitioning, repairing, or other aspects of
mai ntai ning the office physical Structure. Documents on other
| ogi stical type services required by, or provided to, an office.

D Ltion: Destroy 1 year after conpletion of action.

101-16 O fice Property Record Files. Cards, lists, hand

recei pts, or conparable docunents show ng accountable property
charged to the office.

Disposition: Destroy when superseded, obsolete, or when the
property is turned in, whichever is first.

101-17 O fice Equi pment Approval andUilization Files.
Docunents on approval and use of office property. Included are
documents reflecting approval of such itens of equi pnent as
of fice copiers; docunents reflecting individual and cunulative
repairs, adjustnents, and usage of items of office equipnment, and
simlar or related docunents.

Destroy when superseded, obsolete,or upon
di sposal of the related item of equipnent, whichever is first.

101-18 C assified Matter Inventory Reporting Files.
Docunments used to report the results of physical inventories
conducted to assure all classified natter is accounted for.

Disposition: Destroy when 2 years old (GRS 18, Item4.)
(reference (p)). (Also see Series 209 for nore detail.)

101-19 Security Cassification REQradin?_Files. Docunent s
authorizing the regrading of security classified docunents.
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Disposition: Retire to the wNrc 2 years after final action.
Destroy when 5 years old (see also Series 209).

101-20 Office Managenent System Files. Docunents related to
the use and approval of a mniaturization system a word
processing system or simlar system

Disposition: Destroy when systemis no longer in effect.
101-21 Ofice Space Assignnent Records Files. Docunents

reflecting admnistrative space assigned to an office. |ncluded
are space assignnment records and simlar or related docunents.

Di sposition: Destroy when superseded or obsol ete.

. 101-22 Publications Request_Files. -Requests for
publications, photos, and general information including
applications or formrequests wth copies of acknow edgnents and

replies.

| Disposition: Destroy requests, replies, and related
information 3 nonths after annual file cutoff.

102 ‘Office Admnistrative Files

102-01 Reference Publication Files. Copi es of publications
| ssued by other Governnment agencies, and nongovernnental
organi zations maintained for general reference wth an office.
Not to be confused-wth docunments described under series 103-08.

Disposition: Destroy when superseded, obsolete, or no
longer needed for reference purposes, except that accountable -
publications shall be returned to supply channels.

102-02 Technical Material Reference Files. Copies of
technical materials, such as notion pictures, sound recordings,
still phot ographs, transparencies, charts, and mapsretained for

reference purposes only.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference, except that accountable publications
shall be returned to supply channels.

102-03 Reading Files. Copies of outgoing comunications,
arranged chronologically, and maintained for Fer[od|c revi ew by
staff menmbers. This does not apply to chronol ogical reading
files of Top Oficials (see Section 102-16).

Disvosition: Destroy when no |onger needed for reference
pur poses.
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102-04 O fice Message Reference Files. Copies of incomng
and out goi ng nessages maintained in nunerically or chronol ogi cal
order for reference purposes in offices other than the Cabl es
Division, wHS, and official record copies of nmessages that nust
be filed in the appropriate mssion files of the office.

Disposition: Destroy after 1 year. Earlier destruction is
aut hori zed.

102-05 Policy and Precedent Files. Extra copies of
docunents establishing policy or precedent for future and
continuing action. Normally, policy and precedent files are
mai ntai ned at the operating |evel, and consist of copies of
standi ng operating procedures, statements of policy_of procedur e,
exanpl es of typical cases, and other docunents duplicated in

functional files.

Disposition: Destroy individual documents when superseded
or obsolete. Destroy entire file on di scontinuance of
organi zational elenents to which it relates.

102-06 Publications Files. Publicatjons, manuscripts and
associ ated papers on publications issued by the OSD.

Disposition: a. Retire record copies to the wWwNRC 2 years
after file cutoff. Transfer to the National Archives after 25
years. b. Destroy duplicate copies 1 year after issuance of the
quI|cat|on. C. Case files. Destroy when no |onger needed for
ref erence.

102- 07 Nompolicy Adm nistration Files. Correspondence,
transmttal nenoranda, instructions, and other related material
of a nonpolicy nature on internal adm nistration and operations.

Disposition: Cut off upon supersession or obsol escence;
destroy 3 years after cutoff.

102- 08 Messenger Service Records Files. Messenger service
records including daily |ogs, assignnent records and
I nstructions, dispatch records, delivery receipts,exclusive of
receipts for Secret and Top Secret classified Defense

information, route sheets, and related and sinilar docunents.

Cu“ﬁf[]SDOSition: Cut off annually; destroy 2 nonths after files

102-09 Mailing Lists Files. Mailing lists and rel at ed
mat eri al . ) ’

t
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1. Correspondence, request forms, and other records on
changes in nailing |ists.

Disposition: Destroy after appropriate revision of mailing
list or after 3 nonths, | chever is sooner (GRS 13, Item 4a)

(reference (p)).
2. Card list.

- Disposition: Destroy individual cards when cancelled oOr
revised (GRs 13, Item 4b) (reference (p)).

3. Address plates, stencils, or tapes.

Disposition: Destroy or correct individual address plate,
stencil, or tape when cancelled or revised.

102-10 Postal Records Files

1. Records on the receipt and dispatch of registered nail
pouches.

Disposition: Destroy when 1 year old (GRs 12, item 5a)
(reference (p)).

. ApPIications for postal registration and certificates of
declared value of matter subject to-postal surcharge.

Disposition: Destroy when 1 year old (GRS 12, Item 5b)
(reference (p)).

_ 3. Receipts for incomng and out-going registered and
| nsured nail.

Disposition: Destroy when 1 year old (GRS 12, |tem 5a)
(reference (p)).

_'4. Return receipts for registered, insured, and special
delivery mail.

Disposition: Destroy when 1 year old (GRS 12, Item 5a)
(reference (p)).

5. Reports of loss, rifljng, delay, wong delivery, or
ot her inproper treatnment of mail.

Disposition: Destroy when 1 year old (GRS 12, Item 5c)
(reference (p)). Except when Secret or TS information is
Involved, then transfer to related investigation case fol der (see
Series 210-01.)
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102-11 mailControl Files. Ml Control Records and
Supporting papers.

1. Records consisting of receipts and routing information
on incomng and outgoing mail when used as indices to
correspondence files.

Disposition: Destroy when 1 year old (GRS 12, Item 6a)
(reference (p)).

2. Statistical reports used on outgoing mai |l (air nail,
special delivery, registered, foreign and parcel post over 4
lbs.) . \ .

Disposition: Destroy when 6 nmonths old (GRS 12, |tem 6b)
(reference (p)).

3. Requisitions for postage or stanps, exclusive of
copi es used as supporting docunments to paynment voucher.

Disposition: Destroy when 6 nonths old (GRS 12, Item 6¢)
(reference (p)).

. 4, Production reports on mail handling and work performed
wth conpilations derived therefrom

Di sposition: Destroy when 1 year old (GRS 12, Item 6e)
(reference (p)).

5. Records relating to remttances and other valuable
encl osures received in incomng nmail by mailroom.

Disposition: Destroy when 1 year old (GRS 12, |tem 6f)
(reference (p)).

6. Records and receipts for mail and packages recei ved.

Di sposi tion: Destroy when 6 nonths old (6rs 12, |tem 60)
(reference (p)).

102-12 Electrical Messages File. Records of electronically
transmtted nessages.

1. Incomng and outgoing electrically transmtted nessages,
other than those relating to routine nmatters of Internal
adm nistration and operation.

Disposition: a. Permanent. Retire copie
rel ated papers 6 nonths after file cut off t
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to the National Archives when 30 years old. b. Destroy all
other copies 6 nonths after transm ssion or receipt.

2. Incomng and outgoing electrically transmtted nessages
relating to routine matters of internal admnistration and
operati on.

Disposition: a. Cut off annually; dispose of record copies
2 years after cutoff. b. Destroy all other copies 6 nonths
after transm ssion.

3. Qperating records of nessage units, including logs,
registers, correspondence, performance reports and rel ated
records, exclusive of Top Secret and Secret classified Defense
Information receipts and destruction reports.

N Disposition: cut off annually. Destroy 6 nonths after cut
of f.

102-13 Program Progress Files. Records on program progress
and acconpl i shnment includin? related planning records “and other
backup case records. These files contain all significant
prograns, the program objectives, planned m | estones, progress
reports, and related docunents.

Disposition: a. Case files are permanent. Cut off when no
| onger needed for current business, retire copies 2 years after
cut off to the WNRC. Transfer to the National Archives when 30
years ol d. b. Destroy duplicate copies and nonrecord nmaterials
6 nonths after cutoff, unless part of a case file.

102-14 Inplementation Files. Records on the inplenentation -
of procedures, systens, nethods and standards, and associ ated
matters that result in operational and adm nistration changes.

Disposition: a. Cut off case files when no |onger needed
for current business, hold in the CFA 3 years and retire to the

WNRC . Destroy when 30 years old. b. Destroy duplicate copies
and nonrecord nmateri al mont hs after file cutoff, unless part of

a case file.

102-15 I nformational Records Files. | nf or mati onal records
such as admnistrative nenoranda, courtesy copies o?
correspondence and publications circulated for informational
purposes only, including work sheets and papers, drafts,

st enographi ¢ not ebooks, tape or wire recordings, feeder reports
that are transcribed to basic date reports tenporary or interim
material, and all other data used only as notes for preparing
record material, exclusive of concurrences of coordination
copies, or copies associated wth case material.
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Disposition: Destroy these materials 90 days after serving
the purpose for which they are collected.

102-16 Chronol ogi cal Reading Files. Qutgoing correspondence
arranged in chronol ogi cal order prepared for office routing to
assist in dissemnation of information.

Disposition; Destroy 1 year after nmonthly, quarterly, or
sem annual cutoff, except those maintained in the offices of the
Secretary of Defense, immediate offices of the heads of each OSD
component, and the heads of those organizations under OSD for
adm ni strative support, which are permanent. Retire to the WARC
3 years after cutoff and transfer to the National Archives when
40 years old. See NC1-33 O 77-4,-which is available in the
Records Managenment Division, for authorization to convert these
files to mcroform

102-17 Wiite House Correspondence Files.

1. Wite House Correspondence of a routine non-policy
nature wth no |long term val ue.

Disposition: Cut. off every 6 nonths. Retire to the WNRC
when 1 year old; destroy when 7 years ol d.

2. Correspondence relating to substantive policy-related
matters.

Disposition: Cut off every 6 nonths; retire to the WNRC 2 -
years after cut off. Transfer to the National Archives when 25
years old. NB: The Freedom of Information Act does not apply to
the President, the Wite House Of ice, and the President’s
principal advisors. Miil of this nature referred to the OSD is
personal mail and shoul d be maintained separately fromregul ar
mai |, as a courtesy for the Wiite House, and it shall be returned
thereto upon request. It may be transferred to the National
Archives only if approved by the Wite House.

102- 18 Congressional Correspondence (NC1-33 O 79-1)

1. Correspondence of a routine nature wth no historical
value.  Congressional inquiries originated by Armed Forces
ersonnel, the public, or nenbers of Congress, that are forwarded

o the OSD for reply. Exanples include letters re ardin? t he
Ofice of Gvilian Health and Medical Program of the Uniforned

Servi ces (ocHaMpus) benefits for dependents, rejections for
mlitary service, requests for information about conmm ssary
privileges for retirees and retirenent benefit prograns,
physi ci an pay bonus programeligibility, and public inquiries as
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to how and where mlitary equi pnent can be purchased,
di scrimnation conplaints, and public inquiries on Defense
spendi ng.

Disposition: Retire to the wNRC when 1 year old; destroy
when 7 years ol d.
2.

Correspondence of a substantial nature wth historical
significance. Congressional inquiries originated by Arned Forces
personnel, the public, or members of Congress, that are forwarded
to the OSD for reply. They are primarily originated by Congress
and pertain to substantial policy issues such as plans,
object ives, or responsibilities. Exanples include letters
between Congress and the Secretary of Defense outlining the
appropriations history of weapons projects, international
programs, DoD ADP prograns, International incidents such as the
sei zure of vessels or aircraft shootdowns, intelligence
operations, war reserves, Defense contract awards, and inportant
| nvestigations.

Disposition: Permanent. Retire to the WNRC 1 year after

cl ose of the case; transfer to the National Archives when 20
years ol d.

102-19 Special Studies. (NC1-330-80-11)

_ 1. Reports and correspondence on formal inquiries or
| nvestigations for other than personnel or security reasons.
Docunments accunul ated by special task forces or commttees

appoi nted for these tasks that do not fall in other identifiable
functional ar eas.

~Disposition: Permanent. Reports of the task groups or
conmmttee, retire to the wNRc When no |onger needed for
reference; transfer to the National Archives when 30 years ol d.

2. Reference and other non-record nmaterial accunulated in
t he study.

Disposition: Destroy when no |onger needed for reference.

103 Conmon M ssion Files. Ceneral policy and adninistrative
files relating directly to the mssion of an OSD functional

lement that are distinct fromoffice admnistrative & managenent
files. They are to be used only as needed. (NC1-330-92-1, except
where otherw se noted.)

_ 103-01 Policy Files. (NC1-300-93-1) These files accunul ate
In the offices of the Secretary and Deputy Secretary of Defense,
| mredi ate offices of the Under and Assistant Secretaries of
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Def ense, or any elenment of any OSD Conponent involved in making,
promul gating, or analyzing policy relating to a Conponent’s
mission. They are not to be confused with Policy and Precedent
(102-05), Publications (102-06), or Instruction (103-02) files
and include the follow ng:

1. |ssuances such as nmenoranduns and |etters or_other
correspondence whi ch announce, nodify or change, rescind, or
expl ain any process, procedure or function.

Disposition: Permanent. Retire to the WNRC when superseded
or obsol ete.

2. Anal yses, stidies, and substantive correspondence and
menos that evaluate or assist in the evaluation of a process,
procedure, or function.

Disposition: Permanent. Retire to the WNRC when superseded
or obsol ete.

3. Routine backPround material s_accunmul ated in the course
of fornulating or analyzing policy. They nmay consist of
reference papers, extra copies of reports or other docunents, and
correspondence of a transitory or intormational nature only.
(File substantive background papers under 103-01.2.)

Disposition: Destroy when no | onger needed for reference.

103-02 Instruction Files. Documents on preparing,
coordi nating, issuing, and interpreting directives, re uIatorY
instructions and conparable instructional material. These files
accumul ate in offices responsible for preparation and
Interpretation of instructions and include coordinating actions,
studies, interpretations, and published record copies of
I nstructions, such as regulations, supplenents, nenoranda,
circulars, panphlets, and bulletins; Standard Cperatin?
Procedures (SOPS) or simlar issuances; nmessages used
expeditious interim changes to instructions; technical
news|l etters or conparable nedia used to forward semofficial and
authoritative instructions; and official training nmaterials.

d
or

Disposition: Pernanent. Cut off annually or on _
supersessi on or obsol escence, as reference needs require. Retire
to the wNRc 5 years after cut off. See Section 213 for naster
copy of directives.

103-03 Adm nistrative Files. Docunents on the overall or

general routine admnistration of a Conponent’s activities, but
exclusive of official personnel files pertaining to individuals
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described in this Al.
These files generally include the follow ng:

1. Routine comments on regulations, directives, or other
publications prepared by another office with primary
responsibility. |f comments result in additional action
affecting the mssion or functions of the office, docunents
should be filed with the appropriate mssion function files.

2. Evaluations of suggestions that do not result in issuing
an instruction or establishing a project.

3. Program and budget docunents, nmanagenment i nprovenent
reports, cost reduction reports, and conparabl e nmanagenent
reports prepared to sybmit data te offices responsible for these
managenent” functions.

4. Extracts of reports of inspections, surveys, or _
audits that pertain to the operation of the mssion or functions.

5. Comments on or contributions to news rel eases or other
?ed|a_furn|shed to publicize and pronote the m ssion or
unctions.

~ Disposition: Destroy after 5 years or discontinuance,
whi chever is first.

103-04 Agreenent Files. Documents on agreenents between
el ements of the OSD, between the OSD and other MIlitary Services
or Federal Agencies, or between the OSD and other non-Federal
organi zations or agencies; but not wth foreign countries. These -
agreenents are negotiated to provide for continued understandi ng
bet ween recogni zed organi zations in DoD or within the OSD about
personnel and training. Included are agreenents, agreenent
checkl i sts, anendnents, review coments, related correspondence,
and sim|ar docunents.

Disposition: Ofice requesting support and office providing
support . APreenents I nvol ving transfer of personnel spaces and
training wll be destroyed 6 years after supersession,
cancel lation, or termnation of the agreenment. Review ng
of fices: DestroK 1 year after supersession, cancellation, or
termnation of the agreement. Earlier destruction is authorized.

- 103-05 Oientation and Briefing Files. Docunents used in
orientations and briefings given to visitors and newy assigned
I ndi vi dual s about the mssion, functions, and physical |ayout of
an office. Included are photographs, transparencies or vugraphs,
8op|es of specially prepared handouts, and related or simTar
ocunents.
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Disposition: Destroy on supersession or obsol escence.

103-06 committee Files. Docunments on establishing,
operating, and dissolving commttees that consider, advise, take

action, and report on specifically assigned functions. They
Include joint, interdepartmental, and international commttees in
whi ch D participates; as well as commttees wthin principal
conponents of the Department of Defense. Included are proposals,
approval s, and disapprovals to establish the commttee; charters,
ternms of reference, and comments on them; directives _
establ i shing, changing, continuing, or dissolving the commttee;
documents nom nating, approving, appointing, and relieving
committee nenbers; notices, agenda, mnutes, and reports of
conmttee neetings; and related docunents: (These files pertain
only to the sponsor or secretariat. For other committee records,

see those covered under 201-01 or -11 in this Instruction orcrs
16, I'tem 8) (reference (p))

Disposition: a. Ofice of committee chairman or

secretariat, whichever is designated office of record, and
of fices of menbers of international conmmttees in which a foreign
overnment is office of record, permanent. Cut off when no

onger needed for current operations. Retire to the wNrRC 5 years
after cutoff or when the commttee is abolished. b. Ofices of
ot her commttee nenbers, destroy when no | onger needed for
current operations.

0103-07 Staff visit Files. Docunments on schedul ed or
special visits §but not inspections, surveys, or aUditsz'for
performng staff or technical supervision or for conducting
studies. This description is not applicable to visits nmade in
connection wth a specific process or case that should be filed
W th docunentation of the case or process. |ncluded are requests
fOr permssion to visit, reports of visit, recommendations, and
other directly related docunents.

Disposition: Destrpy when 5 years old, except files on
recurring staff visits wll be destroyed on conpletion of the
next wisit.

103-08 Reference Paper Files. Documents used to facilitate,
control, or supervise the performance of a specific function,
process, or action as distinguished fromthose official -records
necessary for docunenting perfornance of a function, process, or
action they are used wth. Reference paper files consist of-the
followng types of docunents:

1. Notes, drafts, feeder reports, news clippings, simlar
wor ki ng papers, and other materials accunul ated for preparation
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of a communication, a study, an investigation, a survey, an

i nspection, or other action. This description does not include
official and quasi-official recommendations, coordinating
actions, and other docunents that contribute to or result from
preparation of the communication or other record.

Disposition: Cut off on-conpletion of the comunication,
study, survey report, or other action. DeStr0¥ElrL bl ocks after
an additional 3 nonths, 6 nonths, or 1 year. arlier destruction
| S authori zed.

2. Cards, listings, indexes, and simlar docunments used for
facilitating and controlling work.

Disposition: Destroy when no |longer needed to facilitate or
control work. . -

3. Copies of technical docunents, intelligence docunents,
energency plans, nobilization plans, and simlar reproduced
materials that do not fall within the description for reference
publication files.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

4. Docunents received for general information purposes that
require no action and are not required for documentation Of
specific functions.

Disposition: Destroy after 1 year. Earlier destruction Is
aut hori zed.

5. Extra copies of docunents maintained by action officers
that reflect actions taken by the action officer. Such files
shoul d not be established unless absolutely necessary.

Disposition: Destroy after 1 year. Earlier destruction is
aut hori zed.

6. Copies of docunments accunul ated by supervisory offi ces,
such as chiefs of directorates, divisions, branches, or separate
offices. These docunments duplicate the record copy filed
el sewhere in lower |evel offices of the sane organi zational
el ement that are responsible for performng the action, process,
or function. Such files should be established only When
necessary, and not in offices of the same organizational elenent.

Disposition: Destroy after 1 year. However,K docunents in
the active file that require additional action or relate to
reopened cases should be brought forward for filing in the
current file. Earlier destruction is authorized.
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103-09 O ficial Visits Files. (NC1-330-93-6) These files
pertain to both foreign and domestic visitors but not
consultants, contractors, or the officials of other Governnent
agencies visiting in connection with special projects or other
mssion-related matters. They nmay consist of letters,
menor anduns or ot her correspondence; schedules or itineraries;
lists of points of contact; and information on clearances and
| ialson activities required to obtain official approval for
visits. Also included may be duplicate copies of travel orders,
papers accunulated in the process of arranging billeting,
transportation, nessing and other purely |ogistical arrangenents
to support visitors, and docunents relating to the selection and
activities of escort gfflcers.

D sposition: Cut off after conpletion of visit, hold in the
current Tiles for 5 years and destroy. Earlier destruction is
authorized if no |onger needed for reference purposes.

- 103-10 GAO/IG Audit Report Files. (Nc1i-330-93-6) These are
copi es of Gaos1iGc audit reports and other correspondence used to
track the processing of inspection activities in connection with
ongoing progranms. Not to be confused with series 101-02 Ofice
| nspection and Survey Files. This provides a central, discrete
file of these reports for use by action offices.

Disposition: a. Action copies, Cut off and retire to the
WNRC when no | onger needed for oversight or action; destroy after
15 years. b. Information copies. Destroy when no |onger needed
for reference purposes.

103-11 Legislative Branch Relations Files. (Nc1-330-93-6)
These files are used to maintain material pertaining to the
ﬁreparation and subm ssion of reports to and testinmony and

earings before Congress as well as background papers contai ning
comments on proposed legislation affecting prograns. They are
not to be confused with papers naintained under series 102-18,
Congressi onal Correspondence, or series 1000, Ofice of the
Assistant Secretary of Defense (Legislative Affairs).

Disposition: Cut off upon presentation or subm ssion;
destroy when 5 years old. Earlier destruction is authorized when
no longer required for reference purposes.
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